
CITY OF SEATTLE  

Talent Acquisition Manager 

SALARY: $41.44 - $62.16 Hourly 

LOCATION: Seattle Municipal Tower, 700 5th Ave., Seattle, Washington 

JOB TYPE: Civil Service Exempt, Regular, Full-time 

SHIFT: Day 

DEPARTMENT: Seattle Department of Human Resources 

BARGAINING UNIT: Not represented 

CLOSING DATE Continuous  

POSITION DESCRIPTION: 

The City of Seattle's Department of Human Resources (SDHR) is looking for a senior level recruiting 
professional to join our dynamic citywide HR team. This is both a strategic and operational role, reporting 
directly to the City's Director of Human Resources or a member of the SDHR Executive Team. This 
position will work collaboratively with both the SDHR Executive team and the City's HR Leadership Team 
to develop a citywide program to address the City's current and future needs in Talent Acquisition. 
 
This position will foster partnership among SDHR staff and generate strategic relationships within and 
outside the department in order to create a consistent and comprehensive citywide approach to talent 
acquisition, including developing strategies and approaches to increasing hiring of individuals from 
traditionally underrepresented groups. In addition, this position will join forces with the Workforce Equity 
Unit and Workforce Planning and Development to identify and develop talent pipelines and career 
pathways. 

JOB RESPONSIBILITIES: 

• Work with SDHR and Citywide Human Resources Leadership team (HRLT) to effect the transformation 
from recruiting and staffing functions to a talent acquisition framework 
 
• Assess and evaluate current employment programs to include recruiting, staffing, out of class, 
internships, summer hires, apprenticeships, succession and workforce planning 
 
• Work collaboratively with the Director of SDHR and the HRLT, to build, maintain, and direct the 
development and implementation of a comprehensive, integrated talent management program addressing 
citywide and cross departmental recruitment strategies that ultimately align with the City's HR Strategic 
Plan 
 
• Work closely with the Workforce Equity Unit to identify ways to recruit diverse, top-level talent through 
proactive sourcing methods and develop city wide retention strategies that lead to diverse groups of 
qualified applicants for all level of city opportunities 
 



• Build strong, credible relationships with hiring managers and become a consultative partner by 
understanding their current business goals and deliverables and implementing a tailored sourcing 
strategy and recruiting process designed around their specific needs 
 
• Provide guidance on competency based, behavioral interview techniques 
 
• Build and present appropriate reports that influence the City's hiring plans and to support cases for 
additional funding, how funding should be allocated and what ROI achievement is expected 
 
• Develop, maintain and implement, if necessary, a comprehensive plan for reassigning the City's 
employees following a major disaster/emergency 
 
• Manage SDHR Talent Acquisition staff  

QUALIFICATIONS: 

Minimum 
 
• Bachelor's degree in Business Administration, Public Administration, Human Resources, Sales, or 
related field; or equivalent work experience in a professional business or recruiting manager role 
• 5 years full-cycle recruiting experience 
• 3 years management/supervision experience 
• Strong knowledge of the recruiting and human resources functions to include EEOC regulation, 
compliance guidelines, state and federal law, and industry best practices 
• Ability to build and leverage effective relationships with clients, internal and external customers • Proven 
leadership and project management skills 
• Strong experience in workforce planning, forecasting and developing appropriate resource plans for the 
recruiting function 
• Experience working in complex unionized environment 
• Strong conceptual thinking, analytical, and planning skills 
• Effective presence, oral and written communication skills 
• Ability to identify and assess leadership talent 
 
Desired 
 
• Master's in in Business Administration, Public Administration, Human Resources, Sales, or related field 
• Experience utilizing social media and internet-based sourcing tools 
• Experience utilizing behavioral-based interviewing techniques for assessment and selection 
• Experience leading recruitment or staffing in a highly unionized environment 
• Experience with apprenticeship programs 
• Strong policy development skills 

ADDITIONAL INFORMATION: 

All potential SDHR team members are evaluated for the following values: 

 Accountability - We take responsibility and follow through with intention; we take ownership of 
the process and results 

 Respect - We demonstrate regard for ourselves and others; we are open minded, considerate, 
fully present, engaged and responsive 

 Excellence - We perform and serve to the highest standards; we attain outstanding results 
through innovation, effort and personal commitment 

 Integrity - We are worthy of trust because we do the right thing; we are ethical, principled and 
transparent and behave consistent with our values 



 Equity - We honor differences and seek diverse backgrounds and perspectives; we are inclusive 
and pursue just outcomes 

 Adaptability - We are flexible and resilient; we respond readily to change and new conditions, 
seek solutions and do our work with optimism 

 Integration - We are a team; we work holistically and strategically, incorporate others and are 
mindful of impact 

The Seattle Department of Human Resources values diverse perspectives and life experiences; people of 
color, women, LGBTQ, people with disabilities, and veterans are encouraged to apply. 
  
Please submit a resume & cover letter addressing how you meet the qualifications. 
  
If you have questions please contact Kate Moore at kate.moore@seattle.gov 
  
Applications will be reviewed as received.  The SDHR reserves the right to make a hiring decision at any 
point during the posting period. 

http://www.seattle.gov/jobs  
TALENT ACQUISITION MANAGER  

KM  
APPLICATIONS MAY BE FILED ONLINE AT: 
Job #2015-00964 

If you are unable to apply on-line you may submit a paper application by the closing date to our office. 
 
OUR OFFICE IS LOCATED AT:  
Seattle Municipal Tower  
700 5th Avenue, Suite 5500  
Seattle, WA 98104  
206-684-8088  
Careers@seattle.gov  

 

The City of Seattle is an Equal Opportunity Employer that is committed to diversity in the workplace. AmeriCorps, Peace 
Corps, and other national service alumni who meet the required qualifications are encouraged to apply. Accommodations 

for people with disabilities are provided on request. The City is a Drug Free Workplace. 

Talent Acquisition Manager Supplemental Questionnaire 

  

* 1. Which best describes the number of years you have provided full-cycle recruiting support? 

  None 

 1 Year 

 2 Years 

 3 Years 

 4 Years 

 5 Years 

 6 Years 

 7 or more years 

* 2. Which best describes your years' of management/supervisory experience? 

  None 

 1 Year 

 2 Years 

 3 Years 

 4 Years 

 5 or more years 

mailto:Melissa.beatty@seattle.gov
http://www.seattle.gov/jobs
mailto:Careers@seattle.gov


* 3. Which best describes the number of years you have provided hands-on HR services in a unionized 
environment? 

  None 

 1 Year 

 2 Years 

 3 Years 

 4 Years 

 5 or more years 

* 4. Give an example of how you helped your organization shift to a talent acquisition framework. 

* 5. Tell us about your most impactful experience with workforce planning and forecasting your organizations 
talent needs. 

* 6. Give us an example of your work to improve and standardize recruiting across departments/divisions and 
locations. 

* Required Question 

 


